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ting Personnel Director .
e ¥ Jampuary 1952

Recorder, LEfficiency Awards Committes ~_
Meetling of Efficiency 2werds Committee

i. The Efficiency Awerds Cormittee will meet on Thursday, 10 »fammgr 1952,
at 10:00 a.m, in Room 115, Morth Puilding. S -

2+ The suppestions of five employess are sumarized Lelow. You BBy c8Ye
to brine this memorandum to the meetine for convenient reference,

i
N

pence Qfficer, (C«13

Office of Uperations
Contect Livision

(1) Informmtion concerning the sugpestion:
(2) Pertinent office memorancus is reproducec belows
") 1 Perronnel IMrector
FROM: Acting fesistant Director for Sperations

1, On 23 YWovember 19
. Irtelligence Officer, 0S-13, >
MWM Contact Division, Office «f Operations, delivered ihe
_ i attached clippings to me with &n overall suggestion
) (/‘_\ ﬁ;% that CIA cive considerstion to the estetlishment of
DW“‘M'* . ! & preventive medicel progrex which by anpual physicel
M o A expmination or other means would irsure that emplovees
§,. ®ee & docltor before their helth deterloretaes anc that
“WNeW ' Com constructive progrens sre sugrested to individual
arployees with £ view tovard keeping them in good

p) .
J(Mr-« - heelth, [ f=1t thal 3uch & program woula be 25X1A

25X1A

& great boost to employees! morale and would also
prolon: erployses! usefulness to the beency

25X1A 2. NN ;' sugpested that the Lgency
£ive consideration to & group insurance program such
as that now in effect in the FEI. I am not femilier
with the details of this prozraom.

3« These sugrestions are forwsrded for your

censideration,

PR —

'/.
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Both ™news" clippings sre svalleble for perusal.

Ope of the clippinpe, entitled Pwhy Crow O1d7,
recomends the peristive exemingtion which "orings the
whole you--present, past and future~-into focus.®

The other clipping refers to the physical fitness
progran espoused by Ir. Thomes Kirk Curston; Director
of the Physicel Fitness Research i&bﬁmtory,
Undveraity of Illinnie.

{2} The Offics of Genersl tervices reportc as followass

G

2.

3.

La

The interpretstion of Public lew &56 by the U.8. Public
Health Service has limited preveniive medicsl progprams
to fgeney installations where employess exceed 300 in
mnber,

The Chief, iedical Uffice stetes tiat in the depert-
mental aescquarters an exbensive prevenilve medlcal
program is in operatlon and thess facllitlos are
exterdad to continenial employees when in washinglon
on other officisl business,

Group insurance programs are currently in effect

for covert employees cutcide the comtinentel limits N

of the United Stetes, Tnese include 8 health associse
tion program as well ss life insurance protectlion, ;
After consicerable investigetion end @liberation by
the Personnel Cffice, the eststlisnment of a group
insuwrance prograsm Lo include fpency employees in the
eontinantsl Unitec itates, voih overt andeovert, was |
ruled out, The nign presiwn costs together with the E
gecurity sspects involved were the determining factort
for such sction.” %

(i
[
i
[

Steno} Gowb

}Bfﬁce of Hesesrch anc deporis
Ceographis Division

(1) Information concerndny the sggestlons

(&) The body of_ memorandun is quoted halom .i

U<

"In every government office in which I heve worked -
during the past nine yeers, cards have bean used in
guantity for filing. %hese have been cbtained from |
the Supply Section et considerable expense, :

h"am the standpointe of paper gualiiy, good ing,

Lﬁgg %{‘ % filine, Cections in the Geographic
Divialon have Toun sttached card more satisface
tory than the usuyal softer quality card purchesed
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by the Agency for filing purposes. These cards gre
avsilable from Reproduction where they sre cut from
the remnante of map printing jobs, Sincs Mareh 1949,
v/C/a has requisitioned 45,000 of these liphter
welght carde, in both 3x8 and Sx8 sizés, end many
more could have been used,

I muprest:

That a considerable saving can be effected by
the Agency if stenderd slze, lightweipght cards are
provided by Reproduction to the Supply Office as=
stock items avellable to &ll perts of CY2 offices,
Thege cards would be neslirible in cost, taeke up
less room in £iling, snd be of much better guality
For typing.

Sanples of both types of cards are stiached:
#1 - purchassd
+€ = & remnant from Aeproduction

(2} Eveluetion of the Aeting Chisf, Orgardestion and Methods \
Services : 3

{8} velghts of file cards vary from 220 to £A0 and are
supplied by Osnersl Services Administrarion, in
acoordance with stocks on hand, rezardloms of = ;
tpenocy mecification For lishtwel-ht gtodk, '

{b) Reproduction Divimion plans projects for maximum Y
utilisetion of card stock, so that little, 12 any,
surplus remeins, The mmbsr of srojects usging '
this tpe of material ere suell in rumber and it 1 |

not posaible, thersfore, to tids as & method of SRR TS
stock replenishment, \use b

O
natelli-ence Ulflcer, GS-9 \

Office of Uperations 5 .
Foreign Documente Division ! :

C (: {1} Information concarning the suprestioms ;

~— (2) The body of NG ::crorancun 1s quoted belows,

. Commanilan,

A #Y pugrest thet CIA sand all other government agencies |

RS A&& G e gencies |
- d‘

25X1A

adopt the following plan 28 e mbbhod for saving many
‘ l.
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nours of tine, and thereby a corregponding amount of
RO .

AL the oregent time adwinistrative workers mugt ifroe
quently spend en appreciable amount of time eesch time 2
drive is launched frr donations to soms worthy cause. time
in distrituting and collectin: ~ledeg forms and money,
and in taking the responsibility for such funds. Under
the mystan I om propoding this time and offort would be
soved,

I suzpest that this apency and all other rovernment
agencies sot up & Yeongolidated welfare fund,¥ as 1t is
known in one private industry shere it is bein; usaed.
Under this gysten sach employee is given & pledpe caxd
and ashed %o indicats, if he will, that he wished {9
pledgs a totel of one day's psy (or more if he ussired).
Un the back of the pledgze card are listed all the organis
zations and agencies which publicly solicit funds, such
ag the Red Cross, Cancer Yund, etc, The amployee is
asked %o indlcate Leside each listed orgenisatlon the
percentare of hir total contribution thet he wished to
donate t5 thet particular fund, If he wished, be may
have s contritution divided 2qually smong the listed
syencies by simply Lleaving the back sife of *~ card
blanke

further, on the ssve pledge card he authorizes the

finence officer of his agency te deduct from his pey ome
hour's salery .. . onth for eisht mont*r [or morve, of
course, if he pledred more than one day's pey). This
forw, in t'ds regpect is similer to the voucher used for
the payroll savings plen. This last feature nakeg contrdbe
uting to these very worthwhile censes much more convenient
financlally.

The esployvee ilg then given s sell card on widch

it states thst he has contributed to the listed agenciles,
This cerd can then be shown by the employee Yo sy eolici-
tor who mlght epproach him outside nis office.

Another end perheps most importent advantege to be gained
by tals systenm ig indicated by the fact that in the
indugtyy where this gretem 13 In use, the total amount
of money pledzed to these causes ig definitely well above
he averspe for the sconomice levels involved.
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Ca z(b;v A memorandun relative to the suggestion is repro-

guced belowy

"0 Advisor for Hanegement

~ %hru Acting adsslstant Director for Opsrations
FROMi1Chlef, Foreipn Tocuments Division

1, aAttached herswith is & supggestion for

seving of time and patience which 1 bﬁ‘ ﬁv& ia be 2BX1A
of merit, This gugrestlon is mede by
, (8«8 of the Ezstern Curopean Dranch

of the Forelipn locumsnts Iivision,

/e/
Js J¢ Bagnall®

£2) ‘Bvalustion of surcgestion by dcting Chief, Orgsnization snd

25X1A

25X1A bl

hods Service 1s reproduced below

surpestion appesrs Lo be of principal

I
goncern to the Finance Office, ﬁacordin&lyxf_ 25X1A

of that office wes consulted and offered
oliowing objectionss

&, It would bo necessary to prepare & specisgl Paymll
Change 5lip" each time a decuctlon wus made,
Schedules of payment for each possible deduction
wonld have 4o be set up by the Finence Uffice.

b. Elsborete sets of records would be necessery to
gasrantee carrying out the donor's will.

¢» & speclal bonded account for the funds would
have to be set up and sudited. Resipnations
snd accessions would wmeke complicated adjustments
NOCRBEAYY »

d, Employees transferring from vouchersd to unvouchered
funds would present a problem,

. Additional employees would be needed in the
, Finance Office.

£. The Ganeral fecounting Office dipcourapes extra

deductions.
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25X1A
ts
Secretary {Steno) (ueb
Offiee of Sclentific Intelligerce
Seientific inalysis Division
(1) Information concerning the eurpestion:
25X1A
(2} I osorendun 1s reproduced bolow
25X1A "0 ¢ Personnel Officer, UCI
PROKS DAL/00T 25X1A
Reference: (m) CIA Rerulaticn dated 2h July 1951
o {(b) CIA Notice - Subject: AIDITIONAL  25X1A
W/ MO0 O CLASLPLAD DOCIMINES - dated
£3 dct 51
/

. N i+ Reference (b} requires the shamping of
' M the words SECURITY I#TORILTION, in addition to the
W)SK\ Wumal secirlty designations. :
VAN \)K)" 2, £ the volune of paper for the whole
LT I ageney, coning under thls provision, must be preat,
\éJW it 1z my segpestion that very subcteuntlel sovines
in tims and money could be mccomplished throm th the
/a,« preperntion and issuance throughout the apency of
0;}3)\ ( ' mngle starpe which celty both the pecurity claseie
) M a¢> fication end the eGiitionel vords SICURTTY INPORMAS
TION, Thle would peruit what 1s sov & doulile opsraw
' tion Lo be mEde a single oporatlon,

(£} Bwslusiion of seting € riefy, Tromrdmetion ord Hethod Service:

"ie - The subjoct supgestlon hao perit. In S80t, 14 wup
soneldercd &t the time CIF Notice Mo W 25X1A
publisiec though nol ingielled in ovdor to congerve
existing starps, aActlon wes indilated by 748, prior
T the recelpt of the sugrestion, to insuve thst all
sbanps procurad in the futwre condein hath the
security classification and the words "Security Inforw
webion." (uentitiss of ihese stamps have nlready been
procured and distributed to office requesting sane,

It 1s pointed out thet csritein materisl originating
within the Apency will require only the security clessi=-
ficetion stomp without the words, "Security ‘nfermation,®
beling shown., -

“e Even thouwrh &n ewerd ig not indlenied 1t is recormerdsd

that the sugpestor be cormended for tls intercst in
sirplifying sdministrative procedures.®
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° E——
Uhlef, Payroll lranch, (S0

Finanoe Office
Fiscal Tdvigon

25X1A

(1) Information concerning the sugpestiom

25X1A () The iy of I revcrandim is quoted belows

25X1A

-

"

3

i

\

"

S
S

"There is stieched a single combinstion form designed
to replace the two presently used ‘tandard Forme

Ho, 1130 (Time and Attencance Hgport} and Mo, 1126,
navised [ Payroll Charge Slip, mmd type), sanples
attached,

it is requested thet consiceretion be piven to adopting
the propossd single forr 4in the irterest of elimineting
gore of the manual operatlions now etiached to payroll
preperetion end affording & nester, rpeedier and
squilly sccurste result, A supvey in the Payroll
Branch reveals thet 60,2 per cent changes ecowr esch
pay period, The time presently consumsd in preparing
Form 1126 in the Fiscal Uivisiep frem information
reported on Standard ¥orms 11301y the verdous fpency
unite would be recuced at least 50 per cent, » sevings
of spproximetely L6500 per annum, Tharefurs, with this
saving &lone the tlme recuired to process the peyrolls
wold be greatly reduced by elimdpetir: the recording
of the repetlitive informetieon, Tt 1r fnrther reguested
trel thers be considersd the poseibility of edapiing
I equiprert to the indtial snd partiel prepersiion of
the proposed corbination form to furtrer ruduce the
managl effort by the vericus Agemey unite in preparing
the Time erd Attendsnca Teport ssctlon of 1t, It ip
belisved that iterms 1, 2, B ondé 11, 2, b, ¢, ¢, end

£y eoudd be furnlshed throuph tre use of I equipment.
the time currenily consumed by the TFiecs) Tivielon end
the Agency units for corpletins these itema would be
recuced by wore than 75 pér cent, or , in tire costs,
approxinately h&U0 per anrum, o

ine form should be provided with 2 carhom insert allowe
ing for ore carbon copy. The oricinal erd duplicate
forms, alter IEM preparstionm, couled be distributed to
the peymernt clerke epch pay dey for Jdelivery o the
Time are ftbendance Clerks for the ensuing peyroll
perdod beginring the following Monday, The sppliceble
carbon coples would be delivered with selsiy cheoks for

 the spplicsble pay period in t'oage irstances shere

amployees recelvs other than g nermel vey. 4n easy
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magns of separating the forme would sppear to be the
providing of & carbon snapecut forn siniler (o Standard
Form No. 1126s, semple attached,

25X1A

(b) 8ingle combiration form referred to by [N 25X1A
sttached to the originel memorendum.

(2) Ini®ial report of the Acvisor for Hencpsments
2% June 1551
"la £ preliminery review of the attsched sugpestion from
sy veloon indicates that ILI marked sense cerds could
be substituted for Time and Attendmnce report, SF=-1130.
Tie advantares & econony of such & procedure could
oniy Le deternined after thorouph study,

rrestion o conbine fopms 5F-1130 and Form Wo. 1126,
gyroll Chenge S1lip, has beon zecalved from Mre 25X1A
0! ¢the Payroll Division, This migrestion
directly to thiz office,

fa i g

25X1A
el Sus

3e Dot of the sbove suggesilons svs yefinsments to the
Voucharot Payroll procodure wilch has beon devel oped
#nd wodch wlll be Instelled uwiin in the next thrse
months when there will be sulficlant pursonnel in the
Hachina Hecords Drsnch o seswre nroper and continuong
aparatlon,

ke It is int@nded that the btesic peyroll procecure as
developed, Le installed enc thet one of the yefinements
sulgested above be sonsidered for sdoption after the
installetliod hus been mece.

Ye Uherefors, It is sigrested commendatory replies be made
to both sugpestore explaining to thes that their murpese-
tlons will be studled further and they will be contectsd
latar,

Ja/ . 25X1A

(2} fveluetion of the ldvieor for Nanagement:
& lecerber 1951

¥l., The sttached sugrestion sulmitted by 25X1A
Fiscel Tivleion, 1s esesentizlly two sugpestions, the

second e deperdent upon the developing of the first.

2. Part (me of the sugrestion, to cambine Standard Forms
No. 1130 (Time mnd Attendance lport) amd Mo, 1126,
25X1A Revised Payroll Change Slip, ped typs), has bsen
placed in effect and the estimeted gnmuzl sevings of
$6500 have hegun to sccrue to the Agency.
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25X1A 3+ In Pert Two, M :.c estec thet futher savings
of th500 per anmum mipht be reslized Ly having certain
dita printed on the combined T&A form by the punched-
card method when the Vouchered Peyroll is placed on
& punched-card basis. This pert of his suzpestion
will be considered when the punched-card method is
gpplled Lo the Vouchered Payroll.

L. However, it is recommended that Part One of the sugges-
: tion be consldered as & basis for an averd to | NIEGNG
et this tine,

- XA 5. since MMM = employed in the Fiscel Division,

2 gash swerd nay not be in order but it is believed

j that & salary ralse may be in order for the initiation
#nd development of & sugrestion over and sbove the

! noymil requirements of his position.
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